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Record Book Intro

dThe Record Book is essential for
keeping up to date records on all of
your projects

A single entry accrual based system

UEvents are recorded when they
happen, not when money changes

hands



Tips for a good record book

Be neat!
dYour book is a reflection of you

dAlways use pencil except on the cover
and in business agreements

UKeep you records current /
Tt is always harder to play catch up

1Be detailed
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Calendar of Events and gy,
Operations
Keeps track of dates and activities that

are important to you

dWill be used to help you make management
decisions in the future

Keep you entries short and to the point
LBe specific when entering events

dKeep all entries relevant to your project
and school events
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Business Agreements

dMust be completed before a project
begins
JActs as a legal and binding document

dThere are two types of agreements:
Ownership and Placement

JIf you have over 50 hours of unpaid labor
a business agreement is also required

dYour specific agreement depends on your
individual project, and will be determined
in the coming weeks
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Business Agreements

dEach Business Agreement should
address the following:

Equipment
Land
Buildings
Money

Management @%

Profit or Loss
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BUDGET B l
Thw Dudiget 5 your Baat sabmude of income 300 penies 10 detemang rat noomm. The Budoet & 10 Se completed Bedore u ge l S

e st of he enterprise

All numsrical sotries should Be rounded 5 the nearest whole dollar, Do not recced decmal o cents

dThe budget is an
estimate of how much your
project will cost to
operate and what your
income will be.

A budget is essential
when borrowing from a
bank for your project.
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Rules for completing a budget

dAlways complete your budget before you
begin a project to see if it will be
profitable.

Always use realistic figures to ensure
that your budget is as close to actual
costs and income.

dUse only whole numbers in the budget.

JAlways round up if figures are at or
above .5 and down if at or below .49

Do not use any ¢, $, or zeros!
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Things that DO go into a
Budget:

dGross wages

dInterest payments on any loans
dCosts of any repairs

JEntry fees for fairs

JGas for a ownership enterprise
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Things that DO NOT go into a
Budget:

JTaxes

dGas to and from work
JdMaterials used to build something new

dPrincipal payments on loans

dThe cost of anything which will last
longer than 1 year
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Journal Pages

dThe journal is a record of any activities
related to your projects

dThis will be used to complete your
Income Summary at the end of the year

Journal pages include:
dTncome

UExpenses
dHours - both paid and unpaid
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Rules for a successful Journal

dUpdate your journal as often as possible,
preferable on a weekly basis

HdNothing can be given to you for free or
exchanged - if this occurs always assigh a
dollar value fo the items

In the coming weeks we will be completing a journal
problem so that you can learn how to successiully
complete a journal page and carry your data to
the next month In the record book
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Rules for completing a Journal

dAlways use exact numbers

Always round up your hours - never enter
minutes in the journal

dDo not use any ¢, $, or zeros!

U Double check all calculations before
carrying over to the next month
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Things that DO go into a
Journal:

dGross wages

dInterest on any loans

Gifts you receive as an expense
JGifts you give as income

JGas for an ownership enterprise

JdMaterials to repair something
dHours to build anything
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Things that DO NOT go into a
Journal:

dThe purchase of anything which will last
longer than 1 year

dTaxes
JFFA jackets, scarves, ties, etc
dGas to and from work

JdMaterials used to build something new
dPrincipal payments on loans
JdWhen an animal dies
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Financial Statement

dThis is used to give a summary of your
financial standing at any one time

dThe financial statement is also an
indicator of how successful your
projects have been during the year

LUpdated at the beginning and end of the
year with information from your project

and personal assets *v
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Income Summary

dThis is used fo summarize your project at
the end of the year

IBecause the income summary is completed
using other pages of your record book, you
must complete the rest of your record
book prior to working on the income
summary

dThis page can be completed by following
the instructions on the page
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FFA Activities

dKeeps track of any and all FFA
activities that you participate in

dContains only information from this
year

dIncludes:

LDegrees you receive
Offices held or committees involved in
dParliamentary Procedure skills

U Speaking engagements
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FFA Activities

at the Chapter Level

dUpdate this page as often as possible

dThis page keeps track of all FFA
activities you may be involved in which
are chapter level activities

dTIncludes the date, a brief description,
and your placing or duties at the
activity
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FFA Activities
above the Chapter Level
dUpdate this page as often as possible.

dKeeps track of all FFA activities you
may be involved in which are not
chapter level activities.

UIncludes the date, a brief description,
your placing or duties at the
activity, and the level.

Ul evels are either Sectional,
Regional, State or National
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Community Service and

dUpdate this page as often as possible

dKeeps track of any community service
and school activities you participate in
during the year

dIncludes the date, a brief description,
a check for either school or community
service, and the hours of

community service completed
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Additional pages you may need to
complete include:

A Loan Payment Summary

LNecessary if you need to take out a loan o fund your
project

/Accounts Receivable and Accounts Payable

LINecessary if you owe someone money or if someone
owes you money

dContribution o Support of Family

U Necessary if you use income from your projects to help
support your family



Additional pages you may need to
complete include:

dCurrent Non-Depreciable Property Inventory

UTIncludes feed, medicine, livestock you intend to sell, etic
which remain from the previous year

L Non-Current, Non-Depreciable Property Inventory
UTIncludes breeding livestock you have raised and land

U Depreciable Property Inventory

UTIncludes equipment, vehicles, breeding animals, buildings,
crops, trees, and vineyards which will last longer than one
year
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Your FFA Record Book is an integral part
of the FFA program and your
agricultural science classes.

In order to help you complete you Record
Book successfully, Time will be provided in
class for you to work on your Record
Books and to answer any questions you
may have.
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